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A. INTRODUCTION

This postion islocated in the Adminidrative Office. The incumbent is
respongble for saff andyticd, planning, and evauative work concerned with the efficiency and
effectiveness of the administrative and operationa aspects of the Area s Extramural Research
Agreements Program. The incumbent is also responsible for management oversight,
adminigtration, and execution of the Areal s extramura research agreements.

Thework encompasses al phases of pre-award and post-award activities including negotiation,
award, adminigration, and close-out for avariety of complex (competitive and noncompetitive)
extramural awards such as research support agreements, specific cooperative agreements, trust
fund and reimbursabl e cooperative agreements, grants, assistance type cooperative agreements,
and memoranda of understanding in support of the Areal' s extramura research program and/or

extramura buildings and facilities congtruction projects.

B. MAJOR DUTIES

Plans, schedules and conducts studies to streamline or re-engineer appropriate Area extramura
agreements systems, policies and processes to reduce customer and employee workload.
Analyzes findings and makes recommendations on substantive changes in work methods,
records and files, business processes and procedures for administering program services and
automating work processes in the Area' s Agreements Program.  Vaidates study results with
customers. Organizes and delivers briefings to Area managers to encourage understanding and
acceptance of findings and recommendations.  Shares and collaborates on findings and best
practices with Headquarters staff and other Area offices.

Reviews and anayzes proposed extramura projects to ensure that thereis legd authority to
perform and enter into an agreement. Consults with Area program managers to obtain
additiond information and clarification. Determinesthe lega and fiscal requirements necessary
to protect the agency's interests, and determines the appropriate award instrument based upon
the principle purpose of the intended relationship, gpplicable Federd statutes, Departmental
regulations, and ARS palicy.

Develops and formulates terms and conditions for each proposed extramura agreement award
utilizing in-depth knowledge of various ass stance and non-ass stance award instruments,
gpplicable statutory requirements, and Area programmatic and management needs. Analyzes
requirements to determine unique issues requiring programmetic and/or adminisrative
clearances, modification(s) to standard award procedures, and development of unique terms
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and conditions of award to meet specidized requirements. Ensuresthat dl extramura
agreements awarded in the Area are in compliance with applicable statutes, governing

regulations, and agency palicy.

Evauates and analyzes programmetic and budgetary plans to ensure that adequate resources
are committed for successful completion of extramurd projects. Isfully responsble for dl find
negotiations with cooperators and/or grant recipients which may involve complex issues deding
with ARS and cooperator rights to intellectud properties, adequacy of ligbility and insurance
coverage, funding arrangements and payment schedules, changes in key personnd, budget
revisons, alocable codts, prior approvas, suspenson and termination clauses, etc. Hasfind
gpprova to commit agency resources and obligate funds, at an unlimited dollar amount, for
extramura agreements within the Area.

Determines gppropriate functions and responsibilities for ARSs technica representative for
each extramura award based upon the specific programmatic and adminigirative requirements
that are unique to each agreement. Provides written delegations of authority to Authorized
Departmental Officer's Designated Representative (ADODR) to ensure that gppropriate
technical oversght of extramura projectsis conducted and performed in accordance with
agency expectations and is consstent with the terms and conditions of the award. Takes
proactive measures to ensure that extramura agreement deliverables are received in
accordance with the terms of the award.

Performs liaison activities between ARS offices and the Office of the Genera Counsel, Office
of Ingpector Generd, other Departmenta staff offices, and other government agencies, as
appropriate, clearing or obtaining decisions and opinions regarding the legdity of various
extramura agreements. Incumbent has full responsbility for assuring compliance on dl
extramura agreement matters, and find decision on resolving noncompliance issues, with the
exception of those issues that must be adjudicated by the ARS Adminigtrator or the REE Chief
Financid Officer.

Provides technica advice and assstance to Area program staff and field location offices as well
as non-Federd entities regarding ARS extramura agreement authorities, types and purposes of
awide range of agreement instruments, and pre-award and post-award actions required to
initiate and or close-out an extramura agreement activity. Provides support and assstance to
the Area management unitsin solving a variety of extramura agreement issues and problems,
including those requiring significant departures from traditiona gpproaches.
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Reviews CRIS project statements to determine potentia for and need for extramural
agreementsin achieving the identified research objectives. Carries out agreement planning, and
in conjunction with agency scientist and program managers, develops

drategies to be used in the execution of extramura agreements relevant to the research
program. Prepares recommendations and findings for the use of gppropriate extramura
agreements.

Develops, coordinates, and conducts training for Area Director's saff, Location Adminidrative
Officers and their Saffs, and saff of both Federd and non-Federa scientific communitiesin
applying new or revised Agency, Department, and Government-wide policies and procedures
pertaining to extramura agreements.

Develops and implements Area-wide procedures to supplement existing directives to meet
unique management requirements of the Area extramurad agreements function. Consults with
Area customers and managers to identify developing trends and gapsin policies, procedures,
and operationa deficiencies. Recommends dternative solutions to inefficient operations
impacting ddivery of extramura agreements service in the Area.

Participates with the Extramura Agreements Divison in identifying key extramura agreement
issues of importance to the Agency and recommends solutions to headquarters and Area
management.

Interprets OMB and Departmenta guidance concerning extramural agreements and

extrapol ates portions pertinent to ARS operations. Participatesin the conduct of management
reviews of location extramural agreement functions to assure conformance with policies, to
provide guidance in problems associated with implementing extramural agreement programs,
and to promote efficient and effective operations.

Participates in meetings, conferences and work groups, as designated, to disseminate
information prudent to agreement policies and procedures and/or to assist with manageria
problem-solving activities such as Nationa Program review meetings and location program
review mestings.

Maintains the agency's officid filesfor al Areaextramurd agreements. Utilizes the automated
Agriculture Research Information System (ARIS) and the Research Agreements Tracking
Sysem (RATS). Maintans ARIS actionson dl sbling CRIS relaed to the implementation
and administration of cooperative agreements.
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C.

Provides advice to Area personnd in matters involving budget and fiscd, procurement,
property, safety and hedth, buildings and facilities congtruction projects reative to extramura
agreements. Serves as aresource and official point of contact for the Area's cooperators
providing expert advice and guidance in administrative matters. Advice and procedures are
furnished to determine minimum steps to be taken to ensure compliance with governing statutes
and regulations.

Reviews Area ARMPS submissions, provides advice to the Area Director, Area
Adminigrative Officer, Area Budget and Fisca Officer, the Location Coordinator, and the
Location Adminigtrative Officers on the feasibility of proposed extramurd projects and the
adminigrative requirements for successful project completion.

Assgts Program Managers in identifying potentia relations with cooperating entities that
have associations with minorities such as universities that have been designated as HBCU'S and
HACU'S.

Assgsin identifying opportunities for ADP gpplications for the extramura agreement function
within the Areaand ARS naionwide. Serves asthe functiona specidist and
liaison to technical specidigts during software development improvement, etc.

EVALUATION FACTORS

1. Knowledge Required by the Position

Knowledge and kill in gpplying analytical and evauative methods and techniques to
conduct studies and develop recommendations to improve the efficiency and
effectiveness of the Areal s Extramura Research Agreements Program.

Ability to develop and present recommendations, information and reports based on an
in-depth andysis and technical evauation of issues and Stuations to advise program
managers in decision making processes involving extramura agreements.

Knowledge of agency research objectives and goas related to the various research
programs within the Area to determine responsiveness and applicability of extramurd
agreementsin support of the Areals research program.

Thorough knowledge of ARS organizationd structures, lines and extent of authority,
and Area management policies, as wdl asthe ability to integrate this knowledge into the
overadl management of the Ared's extramura agreement program.
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Extensive knowledge of research program objectives and management gods a the
location, Area, and Nationd leve to provide technicad advice and assistance to
operating managers/supervisors in utilizing the extramura agreement program.

Knowledge of and skill in applying cost accounting principles and practices to a variety
of cost centers and funding sources associated with extramura agreements.

Ability and skill in communicating, oraly and in writing, to maintain effective
relationships with research, contractor, Area personnel, cooperators, other employees
in Adminigtrative and Financid Management, and Smilar groups within and outside of
the Federal sector.

Knowledge of the Federd statutes and Government-wide policies, Federal and
Departmenta rules and regulations, principles, practices, and concepts related to the
ARS extramura agreements program.

Knowledge of Federa contractual and assistance policies, procedures, and
requirements in order to evauate awide variety of extramura agreements and to
determine their applicability to coverage under forma contract administration.

Generd familiarity with related functiond areas such as acquisition, property, records,
ADP/information processng, and budget and fiscd management. Extramurd
agreements interface with dl these functiona areas and congideration of their functiona
requirementsiis required when formulating any extramurd agreements.

il in formulating unique agreement documents that are technicdly sound and arein
compliance with gpplicable policy and law.

Kill in the use of negotiation techniques to negotiate agreement terms/conditions and
changes to exigting agreements.

Supervisory Controls

The incumbent works under the adminigrative guidance of the Area Adminidrative
Officer. Extramural Agreements Program evauation projects are discussed with the
AAO to develop mutuad study plans, scope and deadlines. Within the parameters of
the gpproved project plan, the incumbent is responsible for planning and organizing the
study, estimating costs, coordinating with Headquarter’ s saff and line management
personnel, and conducting al phases of the project. Completed projects, evaluations
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reports and recommendations are reviewed by the AAO for compatibility with
organizationd gods, guiddines, and effectivenessin achieving intended objectives.
Completed studies of business processes involved in the Extramura Agreements
Program are dso reviewed criticaly by saff and line management officids whose
programs and employees would be affected by implementation of the
recommendations.

Operationd assgnments are given in terms of generd objectives and functiond godls.
The incumbent is the technical authority for Area's extramura agreements program.
The incumbent is expected to carry out and complete al projects independently and
keep supervisor informed of any matter which is potentialy controversa. The
incumbent is respongble for planning and implementing assgnments and for exercising
judgment to resolve both procedura and technica problems. The incumbent interprets
policies on own initiative based upon experiencein the assstance area. Work is
reviewed primarily for results achieved. The methods used in arriving at the end result
are not reviewed in detail.

3. Guidelines

Adminigrative guiddines for program evauations cover program goas and objectives,
ARS Strategic Plans, productivity targets, and smilar objectives. The incumbent may
refine or develop more specific guideines such as methods for the measurement and
improvement of effectiveness and productivity in the adminigration of the Agreements
Program.

Guiddines for extramura agreements include public laws, legidative committee reports,
GAO decisons, Executive Branch policy and adminigtrative guidance, other Executive
Agency regulations, Departmentd regulations and decisons, Judicia Branch decisons
and orders, proposed legidation and regulations, and current policies and procedures.
The gpplication of the guiddines leaves much to the judgement of the incumbent who
must interpret, extrapolate and adapt guiddines in many Situations based on
understanding of research objectives, precedent practices and preferred approaches.
The incumbent must devise negotiation approaches, modify or extend existing
guiddines, write new clauses or provisons to cover specific Stuaions. Incumbent must
exercise judgment and ingenuity in gpplying these guiddines, sngularly or in
combination. Because of the unique authority under which ARS establishes and
adminigersits extramurd agreements, these may not dway's be sufficiently applicable
thus requiring incumbent to adapt or, based upon knowledge and expertise,
recommend dternatives within available resources.
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4. Complexity

Program evauation studies require developing detalled plans, goals, and objectives for
the long-range implementation and adminigtration of the program and developing
criteriafor evauating the effectiveness of the Area Agreements Program. Decisons are
complicated by conflicting program goas and objectives due to changesin legidative or
regulatory guiddines or variations in the demand for program services.

Incumbent is required to perform duties involving program administration, providing
technical expertise to a diverse population of Federd Government officias, aswell as
non-Federd officids with different and often countering viewpoints and positions.
Incumbent develops innovative and creative solutions to technica or managerid issues
and exercises initiative, origindity, and sound judgment which requires interaction with
funds management property management, safety and hedlth concerns, personnedl
congderations, and negotiation skills to implement dternatives to existing clauses,
regulations, procedures, etc. The incumbent frequently performs as ateam leader for
sggnificant and complex agreements where cooperators utilize multiple entities to
accomplish research objectives. Changesin the nature of the research program,
approaches and technology utilized to achieve desired objectives frequently occur. A
complex variety of methods, functions, projects, programs and tasks (gethering,
andyzing, negotiating, developing, awarding, administering) are required to efficiently,
effectively and successfully manage the program.

5. Scope and Effect

The purpose of the program evaluation work is to assess the effectiveness and
efficiency of the Ared s extramura agreements program operations and the delivery of
services a the operating level. The work affects the plans, gods, and effectiveness of
the Area s research program at various locations.

The needs of ARS, its partner agencies, and the Department cannot be met without the
use of the resources of the non-Federa sector. The incumbent's work resultsin the
Area being able to use the resources of non-Federal sources and thus contributes
toward the accomplishment of the Agency's program misson. The purpose of the
work isto serve as the lead in managing the Ared's extramura agreements program. In
this capacity the incumbent performs as lead negotiator, and ensures compliance and
monitors accomplishments. The work affects awide variety and divergent research
programsthat are locd, regiona and nationd in



Extramural Agreements Specialist Standard Job #1101-12
GS-1101-12

scope. Thetimely receipt of critical services and research information affects the
cooperative work of other public and private organizations.

6. Personal Contacts

Contacts are with coworkers and associates, research scientists, cooperators,
contractors, staff members of the Area Office, Adminigtrative and Financia
Management, National Program Staff, the Administrator's Office, and other Federd
agencies. Contacts with University officids routindy involves Deans, Director of
Sponsored Programs, Vice Presidents of Finance, and heads of adminigrative
functions. Occasiona contact may occur with the President of the Univerdty, and the
generd public. Outside contacts include consultants, contractors, state and city
officias, business executives.

7. Purpose of Contacts

The purpose of contacts for program evauation studies are to obtain and exchange
factud information and to influence Area, Headquarters and university managers and
other officids to accept and implement findings and recommendations on program
effectiveness. The incumbent may encounter resistance due to such issues as the cost
of automating processes or other resource problems.

The purpose is dso to plan, coordinate, advise on and recommend solutions to
operating problems or work or actions that affect the conduct of program and
adminigrative functions concerning the extramura agreement program.  The incumbent
exchanges information of mutud interest, suggests aternative approaches to meeting
objectives, and often performs as lead negotiator. Due to the differencesin operating
culture between the federa government and universties difficulties may arisein
obtaining acceptance or recommendations or resolving controversid issues that affect
the execution and operations of extramura agreements.

8. Physical Demands
Work is mostly sedentary, however, some walking, standing and bending are required.
0. Work Environment

Work isusudly performed in an office setting, however, reviews require vists to Sites
where programs are conducted.
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OTHER CONSIDERATIONS (Check if applicable)

Supervisory Responsibilities (EEO Statement)

Training Activities - Career Intern, Student Career Experience Program
Motor Vehicle or Commercial Driver's License Required
Pesticide Applicators License Required
Safety/Radiological Safety Collateral Duties

EEO Collateral Duties

Drug Test Required

Vaccine(s) Required

Financial Disclosure Required

Special Physical Requirements/Demands

Other:
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